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Chapter 5 – Reporting Structure
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AGENCY ENTERS 
CHANGE

Manage Reporting Structure

AGENCY MANAGEMENT 
REQUEST REPORTING 
STRUCTURE CHANGE

AASIS
ROLE

Agency Org & Comp 
Specialist

PPO3

AGENCY REVIEWS 
REPORTING  
STRUCTURE 

S_AHR_61016513

PPO4

AGENCY GENERATES 
REPORTING  STRUCTURE 
REPORT

Reporting structures identify the chain of command or authority
structure that exists at an agency.

An agency’s Reporting Structure may be different from their 
Organizational Structure.

Changes made to the agency’s Reporting Structure will not affect the 
agency’s Organizational Structure.
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Exercise Scenario #12
View one of your organizational unit’s reporting structure.  
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Demonstration 
Display a Reporting Structure

Transaction code PPO4

IMPORTANT:  All extra-help positions MUST be crossgraded in AASIS 
before the Personnel Administration action can be processed in the 
system.  The crossgrade transactions attaches a legitimate job code to 
the position.  If the extra-help position is not crossgraded before the PA 
action is processed, the employee will not be paid appropriately.
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1. Enter transaction code 
PPO4 in the command field 
and press enter.



5-7

AASIS Support Center, Diane Jolley, 
06/24/03  Revised to V2

5-7

An AASIS Training Guide HRORG – Organizational Management

2. Enter the organizational 
unit number or select from 
the drop-down list.

3. Enter the from and to dates 
for the reporting structure you 
want to display.

4. Click Display.
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5. Click View.  In the 
pop-up box, click Key 
off; Relationship text 
off; Abbreviation off; 
Object period off; and 
Relatshp period off.
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6. The chief position is the designated 
leader of this organizational unit.

7. The position that reflects “Is line 
supervisor of” is the supervisory 
position of the positions underneath it.

8. Scroll over to view the Object period 
and the Relationship period.
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9. The Object period 
reflects the effective dates 
for the object.  Such as “S” 
position or “P” person.

10. The Relationship period 
reflects the effective dates of 
the object as it relates to a 
superior object (i.e. The object 
“P” person as to the superior 
object “S” position. 
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11. Click Display <_> Change 
to toggle back and forth 
between change and display.
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12. Notice you are now at 
Reporting Structure/Change.

For this exercise, we will not make any changes to the reporting
structure.  To make changes to a Reporting Structure, please refer to the 
next demonstration, Change a Reporting Structure.
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Exercise Scenario #13
You have received a request to change the reporting 
structure for one of your agency’s org. units.  
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Demonstration 
Changea Reporting Structure

Transaction code PPO3
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1. Enter transaction code 
PPO3 in the command field 
and press enter.
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2. Enter the organizational 
unit number or select from 
the drop-down list.

3. Enter the from and to dates 
for the reporting structure you 
want to display.

4. Click Change.
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5. Click View.  In the 
pop-up box, click Key 
off; Relationship text 
off; Abbreviation off; 
Object period off; and 
Relatshp period off.
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6. Highlight position to 
be moved and/or 
reassigned.

7. Click Subordinate.

Note:  A position can also be changed in sequence as long as the
sequence change is below its’ subordinate position.

Each position to be changed in sequence has to be changed 
individually.
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8. Highlight the 
subordinate position.  

9. Click Choose.  
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10. Click Period.
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11. If necessary, 
change the effective 
dates.  This will be the 
date the position was 
moved under the new 
subordinate position.

12. Click Continue.
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13. Click Create.



5-23

AASIS Support Center, Diane Jolley, 
06/24/03  Revised to V2

5-23

An AASIS Training Guide HRORG – Organizational Management

14. View the position 
that was moved.
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Questions and Answers


